Tab 5 (Emergency Travel Procedures) to the Centers for Disease Control and Prevention Support Services Standard Operating Procedures (SOP)


Emergency Travel Procedures 

1. Your mission is the most important aspect of your deployment.  You should not allow the piece of paper (the travel order) to dictate your mission.  

2. You may or may not receive your travel order prior to your scheduled departure date and time.  If you do not receive your order, you should still depart as scheduled.  You are authorized to travel without the order being finalized and you will be covered if anything should happen.

3. The travel dates on your order are estimates.  These do not dictate your mission.  Your mission dictates how long you should stay.  If your mission is complete prior to the date reflected on your order, you should return early.  If your mission requires that you stay past the date on your order, you should stay if possible.  

4. If you need to return on a date that is different from the date reflected on your order:
a. And you have a return flight reservation, you can either:
i. Call the airline directly and change your ticket to the desired return date.
ii. Call the Omega emergency number and change your reservation to the desired return date.
iii. Go to the airport and change your ticket with the ticket agent of your scheduled airline.
b. And you do not have a return flight reservation, you should call the DEOC at 770-488-7100 and request that a return reservation be made for your desired return date.
5.  If you do desire to change your date of return, you must first ensure that your team leader is aware of your plans and they approve of your scheduled departure date/time.  

Voucher Processing and Helpful Tips
1. Keep receipts for everything.  They may not be required but if they are, you will have them.  This includes airline ticket receipts.
2. Keep a good record of where you spend each night.  That determines what per-diem rate you receive.

3. If you are provided meals and lodging by a supporting organization, i.e., WHO, UNICEF, etc., and you are not required to pay for them, you will not be authorized reimbursement.  If you are required to pay for them, try to get a receipt from the point of contact.  It is much easier to get reimbursed if you have a receipt.  If you are eating at restaurants, etc., the standard per-diem rate for your location will apply.
4. Keep good records.  If something out of the ordinary occurs, you will be required to justify it on your voucher.  Take the time to jot down some notes such as time, circumstances, costs, etc., when out of the ordinary things occur.
5. You were probably given an ATM advance on your orders.  Be mindful of this and how much is there.  If you do not need it for your deployment, you will be required to return that money to the Government.  Don’t get it confused with your personal accounts/money.

6. If you are required to fly/travel from your designated TDY location to another location in order to accomplish the mission, i.e., you need to fly from Bangkok (your designated TDY location) to Singapore because the mission requires it, you will be required to provide dates, times, flight or other transportation numbers, and costs when you return.  Your orders were drafted to provide flexibility for mission accomplishment, but you will be required to justify why the deviation was necessary.  
7. If you are required to purchase personal services such as interpreters, guides, drivers, etc., you will have to provide written justification for that expense.  You will also need a receipt, which may be difficult to obtain.  You should try, even if it is nothing more than a hand written note signed by you and the person.  

8. When you return and have put your travel expense form/voucher together, you will be required to make an appointment with either the Voucher Team or the Logistics Support Team to review your information.  This will take anywhere from 30-60 minutes, but will reduce the overall processing time because they will be able to ensure everything is in order prior to submission.  This should be done within 5 days of your return to home station.  For those from outside of Atlanta, this will be done via conference call after we have received your information.  Both team scan be reached through the DEOC at 770.488.7100.
9. Any voucher over $2,500.00 will automatically be audited.  This can take up to 30 days.   

